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Introduction

Welcome to Civilian Virtual In-Processing better known as cVIP

Background. Up to 60 in-processing forms (approx 1700 pieces of data) must be
completed by new employees. In some cases AFPC mails the forms, the selectee
completes and returns some of them to AFPC; the others are completed at the CPF
upon entrance onto duty, then the CPF in turn must fax the completed forms back to
AFPC for filing in the Electronic OPF. Many of these forms collect duplicative data.

This manual, split process is highly inefficient. A new employee provides their SSN up
to 38 times. Furthermore, it's a manual paper process, requiring mailing and/or faxing
of hard copy forms. Upon collection of the data, many of the forms are destroyed; other
hard copy forms must be manually scanned into the electronic OPF.

To simplify and streamline the process of new employee in-processing, the Civilian
Virtual In-Processing or cVIP program has been developed to automate many of these
manual processes.

Current Version. The cVIP application is Internet based and will support all aspects of
employment processing to include validating employment eligibility (tentative), pre-
appointment, and appointment processing. This application will support all new hires,
regardless of the recruitment source. By using cVIP, selected candidates will provide
required information over the World Wide Web. This information will populate electronic
in-processing forms, which, in turn, automatically flow to the electronic OPF.
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Chapter 1 — Accessing cVIP

The Human Resource Specialists will access cVIP by going to the AFPC/DPC website
http://www.afpc.randolph.af.mil/dpc. By clicking on the Staffing option, the following screen will
display:

Jome |Emp|0\,rment  Emplovee Benefits v|Web Applications v|DCF'DS v|Classi1’|c:ati0n - F'CS_'|EMDS v|Elusine

Staffing Home Page
Delegated Examining Unit (DELD
Guides/Sample Documents

Directorate of Civilian Pe

Are you a parent of an Active Duty military memb

=

= Surimar Briployment wehsite for more information al Ll FEIC

% Systems Status Report Tracking Code Definitions
% Special Motes Mission:

¥ Clearinghouse To provide Air Force commanders, military members, £ oo isition sudit Report

personnel services,

5 Systems Administration
= DoD PRI Cedificate Infarmation

Vision:
EOLUSMORTHCOM Yacancies at The directorate is a fluid, integrated, operating arganization that fosters innavation and man
Feterson AFB, CO change in an open environment, always striving to efficiently deliver better services.
= AboutUs
% General Publications & Goals:: ) ) ) ) . '
Eeferances Attaining the following strategic goals will ensure that we accomplish our mission and will ¢

& Useful Links supportimplementing the Directorate’s vision:

& Your Comments =« Transition operations to the Directarate with minimal disruption to semice

= Provide guality staffing services to our customers

The cVIP Staffer link will direct users to the AFPC Secure Web Sites Login page as displayed below. If
the HR Specialist currently has a User ID and password, login here (this is the same password used to
conduct personal business in the secure site, such as self nominating). If not, click on the Civilian button
and follow the instructions for creating an account. Once the account is created, return to the login page
and enter User ID and password then submit.

Contact Us | Site Indes | Pri

AFPCH

AFPC Secure - Login
Important Information Reuistered users please lagin
cantinue

% AFPCSecure is now DoD PKI Enabled: Click here farinfarmatian on accessing
AFPCSecure using your CAC andior Dol PK] Cedificate. User ID:
% Firsttime Air Force Users: |tis essential for Military members to know their Pay Date and
Date of Rank, and for Civil Service Personnel to know their Service Computation Date (SCD) ||
far Leave to support access of authorized individuals to this web site. Checkyour LES for Password:
Pay Date and SCD Leave Date.

% Cookies must be enabled: Click here for other common problems and solutions. I

Usage Policy
OFFICIAL U.S. GOVERHMENT SYSTEM FOR AUTHORIZED USE OHLY

Forgotyour passward?
This site is intended far the use ofthe Air Force anly. Do not reproduce or distribute the content (/T you have not used your acco
of this site to a wider audience without coardination with the information owner and yaur unit last four morths (120 days), t has
huhlic affairs office. deleted and you will need to create

This is a Department of Defense computer system. This camputer system, including all related Create Password Accounts
equiprnent, netwaorks, and netwark devices (specifically including Internet access) are provided {Hon-DoD PHKI certificate us
anly far authorized U8, Gaovernment use. DoD computer systerms may be monitared for all lawful

purposes, including to ensure thattheir use is autharized, for management ofthe system, to

L ; : ) - . A In order to gain access to secu
facilitate protection against unauthorized access, and to verify security procedures, sutvivability,

at AFP™ nleaco ranictar Salo
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Now that the User has successfully logged into the AFPC Secure Web Sites they will be directed to the
page displayed below. This page lists all applications for which the User has access. Click on the cVIP

button.

Contact Us | Site Index | Priva

AFPC Hol

AFPC Secure

These are secure sites.
Please close all browsers when you leave the applications.

These sites are intended for the use of the Air Force onhy. Do not reproduce or distribute the content of this siteto a
wider audience without coordination with the information owner and your unit public affairs office.

MALONE MARGARET, You have access to the following sites:

Provides a means to download civilian files

= — This application allows current Air Force Employees access to their electronic
an_Electronic_OFF OPF. ou will find the reguired viewing softeware and instructions at
hitps:iteease. afpc.randolph.af milfeopfieopf_setup.him

Civilian Wirtual In-Processing

. The Ernployee Benefits Information Systermn (EBIS) gives civilian emplovees,
senviced by the Directorate of Civilian Personnel Operations (HQ AFPCIDPC) &t

Note: A redirect screen will briefly appear, wait for the cVIP Welcome page.

At this point a nedprowser should appear with your selected web in it. On a few systems the new browser may appear behind this browser, so if you are
able to see this mesShge, please check to see if the requested web is open in another browser hidden behind this screen

On a very small number of systems, a new browser is not opened at all

LE. 4.3C The only resclution has been to uninstall and reinstall LE., and then to reinstall all the patches your systen administrator may have installed.
(Work with your system administration people if you are hawing this problem )

LE. 5.3C This is the only resolution we have found

Uninstall LE. 5.3

Eeboot

EFeinstall LE, 5.30 (Latest version available)

Eeinstall Service Pack 6

Eeinstall Service Pack 6a

Install SP6.A hotfiz

(Mote, this is current as of March 2000. Service Packs and Hot Fizes released in or after March 2000 may also need to be reinstalled.)
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Click on the Continue button to proceed.

“; B DL TTTT

Clivilian Virtaal InProcessing (O VIF)
Alir Force Clivilian Emplovee Inprocessing

A TRINCTTORES ) Tin e b edvilian kg e ouing press ilin ool e Bk n G o

Weruw edvilian Wistual Inpresec abng Loges and FIN & e typel saswie o0 all frmc iy OWTF oooe The caes oIl 08 oo pati
wigreuhure sl e srespied ar yveur sieciren sigaocure,
e wilvhosed dhad amy false siademmead in amy raocssc-doem aco omp s d dosug b dhis application, s williful
il e okt e & v lathes af dhie b sl bish be By o S of set sanee thar F D0 G B o i o s o Al S
thwi 5 peoae . s bath, socoatlimg e fiederal Lo Additenslly, thin may resuld in diecipiinory sctom up @ sl me iz

....... B e Ads Fonte comglayrment, T pow s ke lodge ani amders tand this and wish i oenmsue using this appiicatien  —
prms OO TINDT.

CORTRUE |
=]

The next screen to display is the RPA request screen.
Enter the Request for Personnel Action Number (RPA), then press the Continue button.

Civilian Virtual InProcessing

Example: 01JAN% or 01JANDEU000000000001 or %000230 (last 6)
RPA Number: [

(When typing in the RPA number ensure letters are typed in uppercase)

Note: Enter the RPA number in all CAPS (Field is case sensitive). If you do not have the complete RPA
number you can use the % sign as a wildcard, but we recommend you enter the complete number so you
do not pull the wrong RPA.
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Select the RPA

If you did not enter the complete RPA number you will see a list of RPA numbers as shown in the
example below. To continue you must select (highlight) the RPA (even if it is the only choice), then click

on the Continue button.

Clivilian Virtual InProcessing
Please Select a RPA nmnumber:

1. Select the RPA number by
clicking on it. RPA number
must be highlighted before
you click on “Continue”
button. Last 3 digits
indicate the RPA NOA

2. Click on “Continue” Button

RP.A MO

oZkAAN" 8T SABARRCOI5497
02kALN BT SABARRCOIEG2F 171

[OZtAa~vETSAEBARRCOS7 747 171]

02k 8T SABARRCOI77Ed 171
02k 8T SABARRCOI7FE0 171
0Z2kAaN"8TSABARRCTI 00354 171
0Z2kAaN 8T SABARRCTI 003580 171
0Z2kAaN 8T SABARRCTIO0397 171
0Z2kAaN"8T SABARRCT 00409 171
0Z2kAaN" 8T SABARRCTI 00417 171
0Z2kAaN 8T SABARRCTIO1 743 171
0Z2kAaN" 8T SABARRCIO1 766 171
02kAANET SABARRCTIO1 766 001
02kAAN T SABARRCIO1 737 171
02kAAN 8T SABARRCTIO01799 171
02kAAN 8T SABARRCTIO01809 171
02kAANET SABARRCIOT812 171
02kAAN T SABARRCTIOT1841 171
02kAAN T SABARRCTIO01849 171
02k ET SABARRCIO1882 171

Cominus | ExT |

|

—_

|

Note: If you input an RPA number that does not contain a SSN or the RPA cannot be found, you will
receive the error notice displayed below. The cVIP application cannot function without a SSN on the
RPA. Once the RPA is updated with the SSN it could take as long as 24 hours to refresh the data.
Refresh is usually completed by 0900 CST each workday. Data added/changed on the RPA will take
until the next refresh completes. The Refresh RPA button in the Refresh module of cVIP should then be
executed. If you input the wrong RPA 3 times you will automatically be disconnected from the system.

Civilian Virtual InProcessing

Click on “ Continue” Button to try another
RPA number

Continue | EXIT|

There is no SSAN assigned to this RPA number.
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Create a Personal Identification Number (PIN)

Once the HR Specialist has input a valid RPA number one of two screens will display.

**|f the selectee doesn’t have a current Resumix PIN and the RPA number is less than 20 digits or
greater than 20 digits, the screen below requesting a PIN will display. The HR Specialist enters the last
six (6) numbers of the RPA number as the PIN. Example HR Specialist would enter 002345 as the PIN
for the selectee on RPA number 02APR8TSABLANJ0002345

Clivilian Virtual InProcessing

N ou must supply a Six digit pin for the customer.

||3|:|2345|

Continue

Note: This will not apply if the selectee currently has a PIN on file in Resumix.
**|f the selectee has a current Resumix PIN or the RPA number has 20 characters, the cVIP Staffing

Menu will display. The last six (6) numbers of the RPA number are automatically assigned as the
selectees PIN if they don’t have a current Resumix PIN.
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The cVIP HR-Specialist Menu has 9 TABS

By clicking on the various TABS the HR Specialist will be directed to the module for which they desire
access. The selected TAB will show in on the left side of the screen display.

1. RPA Information
This screen displays information contained on the RPA.
2. Tentative Selection
This module contains the forms and documentation required to verify eligibility for employment.
3. Pre-Appointment
This module contains the forms required to complete the personnel action. The forms required for
completion are determined by the HR Specialist.
4. Appointment
Documentation required to completed the appointment/personnel action
5. Enter New RPA
Use this Tab if you need to view and/or update another RPA. Clicking on this TAB will take the HR
Specialist back the Civilian Virtual In-processing RPA Number Request Screen.
6. Email address
The HR Specialist may use this TAB to make changes to the e-mail address if necessary.
7. Refresh
This module allows the HR Specialist to refresh several items (3 button options) such as
* Refreshing the RPA data from DCPDS
e Deleting all selectee cVIP information for this RPA (i.e. selectee were to decline position, if done
in error all forms will have to be re-accomplished)
 Refresh RPA data and delete all selectee cVIP information (Caution, this deletes all Data)
8. Update/Send to PARIS (ONLY THE AFPC HR SPECIALIST MAY UPDATE THIS TAB)
e Clicking this TAB will Send forms to PARIS
e If one of the forms is not completed cVIP will display a window stating which form and what is not
complete, the information must be completed before attempting to UPDATE again.
< If all forms are complete a notice will appear that states that all forms have been flowed to PARIS
and then the RPA Number window will re-display to allow the HR Specialist to enter a new RPA
or EXIT.
9. Exit
The TAB will let the HR Specialist exit the system.

] RPA - Microsoft Internet Explorer provided by AFPC

Civilian Virtual InProcessing

@ @ @FRS@L INTE'ORI\-@ON - SU'Bf%C'T TO @AC'Y ACT 0%I4 AS ANMENDED)

RPA Info Tentative Pre-Appt Appt Enter New RPA Email Addr Refresh Update/Send to PARIS EXIT

RFP A Mumber: IDEDECQF’AFF’CDPCE?EEEQ
cvIP ID: | 12345

EFFECTIVE DATE: !

Personnel Data

Nam.e:i Civilian “irtual I Sex:IM—

s sAD: 123456723 Date of Birth: ID?E22£1944 U.S.Ciﬁzemlu'p:l\’_

Position Data

Mumber: i4?><32 Seguence: !224495

Title: iHUMAN RESOURCES SPECIALIST (RECRUITMEMT & PLACEMENT)
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E-mail Address Tab

Once the HR Specialist selects a valid RPA number, it is imperative to assign an address unde

r the e-
mail TAB. This e-mail address assigned is used to notify the HR Specialist of module completion by the

selectee. This e-mail address is also used by the applicant to notify the HR Specialist if assistance is

needed with the application or any questions pertaining to the completion of required forms.

Civilian Virtual InProcessing

(PERSONATL INFORMATION - SUBJECT TO PRIVACY ACT OF 1974 AS AMENDED)

Please type in your email address and press CONTINUE

EMAIL ADDRESS [irsual. Infroces@RANDOLPHAF MIL

ar

Click on Continue button to save the e-mail address.
The Exit button will return operator to the cVIP Staffer Menu without saving the changes.

Example of an E-mail notification

The automated Civilian Virtual In-processing Notification (notification of completion of module) will be

sent to this e-mail address. This email address will also be used by the selectee to notify the HR
Specialist that they require assistance with the application or to address any questions regarding

the
completion of the required forms.
B CVIP - Message (Plain Text) M=l E3
: Filk Edit Yew Ioerk Fomat  Tods  Achors Help Type a questian for belp -
Eﬂﬂeﬂv @Renhftoﬂ.u F,.,Erurward ng' L4 [h‘j }‘: ds v 4 vﬁ v
Fram:  C¥IF Applcation Sent: Mone
Tao:
Cr:
Subject: CYIR
,J CIVILIAN VIRTUTAL INPROCESEING NOTITFICATION ;I
dadd This email dis to potifis vou thatr the enplaovees listed below has
carpleted the mecsssar)y forn Far In Progsssipg et
Applicant: \Virtusl [ Chviizn  has conplsted tha necescary fayms in the Pre
Appointmant Module torx RPA: C2DFCRPAFPCORCE 72569
I
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Chapter 2 — Three Step Process

There are three primary modules (TABS) in the cVIP appointment process:

1. Tentative
2. Pre-Appointment
3. Appointment

1. Tentative - Upon Tentative Selection, the HR Specialist examines the position and selectee
information, to determine what information is required to validate employment eligibility. For example, if
the selectee claimed Veteran’s Preference, he/she must now provide a DD 214. The HR Specialist
enters required documentation into the cVIP; they advise selectees to enter the cVIP web application and
submit documentation within 5 days

Once the HR Specialist reviews required documentation and validates employment eligibility, the selectee
is advised to enter the next phase, Pre-Appointment. Depending upon the position and selectee status,
the following data is collected: Reserve Status (AF 3598), Prior Federal Service (SF 144), Race and
National Origin (SF 181), and Self-ldentification of Handicap (SF 256).

2. Pre-Appointment - During the Pre-Appointment phase, selectees also must accept applicable
conditions of employment including: State Criminal History Records Checks, Drug Testing, Emergency
Essential, Term, Mobility, Supervisory Probation, etc.

3. Appointment - Finally, the employee is scheduled for in-processing at which point he/she will
complete the Appointment phase of cVIP. By this time, the majority of the documentation has been
completed. The employee will report to the Civilian Personnel Flight to complete his/her in-processing.
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Tentative Appointment Module

The HR Specialist will type a capital “X” in the box titled “Give Employee Access”. By selecting this box
the selectee will have access only to the tentative appointment module, unless the HR Specialist provides
access to other modules as well.

The Tentative Appointment Module is the first phase of the process and is used to determine appointment
eligibility. The HR Specialist selects the forms/documents required by typing a capital “ X" in the
appropriate boxes under column heading “Complete Marked Forms.”

The HR Specialist will then input the Name, address & fax number of the POC who will receive and verify
the selectees appointment eligibility documents.

VLV[P TENTATIVE MENU E

m mmr -E'I.I'BII:I:T'J'D m'ﬂ'ﬂﬂl’ &ETCITI' 1wdn3.nnm‘nan:|

Iamimtive Frefass Apeh | BEA IS EMSH ASer Eecans | EAERr Mo EEO
T T T | X" box to grant
employee access
. . I === Y to this Module
“ Yn or “ x" in thIS » Chllan Vimsd [
box indicates that Pick Liat (Tvpe an " (MITET BE CAPTTAL) whey tentetive forms havs beem pelectsdd B2 Ghve Euaplorse Actem
thlS Y=erployes kas recomids in PARTS
applicant/emplovee Comla: Lockad [ [ S W
T Furmo By Sy Tl iyl
“X" in the complete —F-F I I DOFTH | (Dawmiced) (I schrrstien Mor Fodsral Euspl syt
B |1 I SF1E | (appEcation M- 10-Feint Vetermm Prefereuce)
marked forms selects —
H Hutired Rhletary « barsan g T4 tara e - o o st conen weaest cossplebe amed foormand to ol od drens
those forms requ"ed to Fonm i avallako s OFRL st TRV, OFL G OV R H TR S HTLT)
be completed by the foaio e B e s
selectee. ;
_ —“ﬂ““; — | Complete with
e POC for receipt of
C pem e cinl Fae Hombher: | required
DEIT Fax Fomber |
documents.
Thonos Marree o1 ooty m yoecjeiescerion: [Frovids copdon snbeA) e
I bemxfoncneg Frmm anetho ageocy aml yen koo 2 Thoft $avmgs Flas (5P locm, yoer T S lecoo oodlomm st
I orrmafo i Frem ansth e’ ngenay, yeor THEP-19, if eraillabla
F " Cortifirots of Rolsaae" or ~ Chiaschargs Froms Artes Doaty™ 0D 210458,
wn Caper 43
X" all forms/documents [ Collage Trmmicrizta
required "] AFIIotificatien of Bex Actiom [(AF I545) er AAFEF Fomm
130075
[ Werification Letter fram Perasmel Crfice
[ HMotification of Persoaned Action (SF 50
I_ Certificrtion statrowent d abed nithin the st y=ar Gwm 0 Stake
Wi sonsal B ekabaditation Bevvice, Departsent ol Vetmams Ao s or G alleedet College...
I_ Permaneat Chanse of Statisn Ordera retonmms o e Tndbed S tstes

The HR Specialist selects any forms/documents required to verify eligibility. (for example a DD214) which
the selectee will be required to FAX, mail, or hand carry to the servicing CPF within 5 days.

To save changes/updates click on the “Click to Update Record” button.
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The HR Specialist then notifies the selectee that they may now start the Civilian Virtual In-Process. A
sample notice is provided at Appendix A-1. At a minimum, the HR Specialist will provide the selectee
with the cVIP Employee web site address and instructions on how to enter the web site. The selectee
must have their SSN, the full RPA number and a PIN to access the cVIP employee site.

Samples of the forms contained within the Tentative Module can be found at Appendix B.
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Pre-Appointment Module

This is the next module to be completed by the selectee. The HR Specialist will “X” the Complete the
Marked Forms boxes for those forms required to be completed b(}/ the selectee. Notify the selectee that
the Pre Appointment Module is ready for completion. (sample 2™ Notice Appendix A-2).

W CVIP PRE-APPOINTMENT MENUEE

CFERIOH [HBOFRAATICH - BUEIEC T T FRWACY ACT OF LI74 A B ARMENTET:

— Tammtine  Aamt MPA imte EAter Hew APA Emeil Addr Batresk Sadeterfead fe FAR EAIT
ik o Ll rie Pl cord
sramy: [T

ecxnac [EHATon Arm a3

PresAppt Pick List Type =m "X mTBBmhmmU!mumﬂﬁ"Gﬁ!m
Arcwma

Gl Leolsel p
Minrica i Ferma iy XmEr Hrwed FPuvl Bwniiss e Frrssa
F |3 femere Aragad | Exp BT ETr e e Gk Frres Caiegery)
F ?C- ﬁm SF1H arviea)
— (| I EGEN| = s Firkimmral Cliggrim 5
' ' I SR |,
I
| | [ | e O ety
I | I Acipean i
r O  — Faagems |
r | C—— 1 Supn Gueations
Ot ma £f W by i sl Pt biew
O | hEical Exnm
C0 — [owm
Calpeied
1 | Parm Immm
[] [] Emerg EEntd
| B [
Sgre Frob
| | Tarm
1 ] Mo hiity Avgrnnme CarerBroadoning
| | Kok R Caraar Pragrans |
1 [ DOETAD | oliteratin m i P
1 1 =Fae |
| 1 | [ e A [T — P T
Tormporery NTE |
] ] )| oO1E? | m Prerary
O - —| DD1EE [ ‘corary
rmart il dead i yowr Inewn] Ol Sacw P erwammsd DdTee v 0571
Crrttied il wr Brol ssreied Sheer wally il e FAN
Broymlcwd Frrms: ave meccked
[ s, 0 v [, ! LT 4
Ealaace ol h - Tl af Modiesd Fotrmman
[ apeem, Trws LIS A
Falrwr sk nd B
[ awses, ™ i o it
SF8, Quewiisamaler e Mrtivnal Soouriir Frettiow, PLUS Axtirrivaden i
Falrwer ok t el il Fricmbn
[T armn T ] TS, FIRIE, and AFR(

al 1r

Samples of the forms contained within the Pre Appointment Module can be found at Appendix C.

Upon completion of the Pre Appointment module the selectee will be notified that they may access the
Appointment menu (sample 3 Notice Appendix A-3)
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Appointment Module

The CPF is responsible for completing the Forms in this module (the INS -9 and the SF 61).

] mainmenu [4]) - Microsoft Internet Explorer provided by AFPC

Ej CVIP APPOINTMENT MENU &

(PERZON INFORMATION - 3UBJECT TO PRIVACY ACT OF 1974 A3 AMENDEL
Appointment Tentative Pre-Appt RPA Info Email Addr Refresh Enter New RPA Update/Send to PARIS EXIT

| Click to Update Record I

SSAN: I 122456729

Name: [civilian virual T

Appomtment Pick List (Type an "X' (MUST BE CAPITAT) when formns are selected) I;a Give Emplovee access

Compleie Locked Date
Marked Forms by Staffer Signed Push Bution for Forms
r_ !_- ! INSI9 I {(Employment Eligibility Verification)

(INOTE: Staffer must first pre-fill information on the SF61 before the emplovee signs)
! I l SFE1 | {(Appomtment Affidavits)

Information

If transferring from another agency and you have a Thiift Savings Flan (TSF) loan, please biing youwr TSP loan
information.

If transferring from another agency, biing your TSP-19, if available.

~|

The HR Specialist/CPF representative must complete the Dept/Agency, Bureau, and Place of
Employment blocks on the SF 61. The selectee then completes the INS I-9 and must be prepared to
submit the documentation required to verify citizenship. The selectee then awaits notification of entrance
onto duty date. The CPF/AFPC HR Specialist reviews forms for acceptability and notifies the selectee of
their appointment date. There is nothing on the SF 61 for the employee to complete. After the Oath the
CPF representative completes the required signature block on the SF-61 and clicks the <Click to Update
Record>. The CPF representative notifies AFPC that the Appointment module has been completed.

Upon completion of the Appointment module (verify appt date, typed name, & date on the SF61) the HR
Specialist clicks the <Click to Update Record> button. When all modules have been accepted and the
employee has reported for duty the AFPC HR Specialist will click on the Update/Send to PARIS tab
located at the top of the cVIP HR Specialist Menu. The information accumulated on the appropriate cVIP
forms/documents will be sent to the EOPF & the appropriate forms will then be available for official
printing & employee review.

Samples of the forms contained within the Appointment Module can be found at Appendix D.
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Chapter 3 — Refresh Tab

Refresh Tab

When the HR Specialist clicks on the Refresh tab a new window will display giving the HR Specialist
several items that can be refreshed.

Civilian Virtual InProcessing

Rifrash Tentative Pio-Appt Appi RPA Infs  Enter Now RPA Updato/Send to PARISEmsil Adde EXIT

I = Frrs
RPA Mhimder: IQ?DE CHRAFRCORCETZEED

Fo snly refinsh REA dain froom Modern DCPDE preas | PiBMEsH BPA D | A
(This will anly sverurite existing par data oxlyy

T wnly vefreshideler cmployee infirmation data collecied press Fiefresh Emploves Daks ] B
(This will delede the empleves data and resed the pick Lisis}

C

To refiresh hath BE A data and delete Enployes Data press | AErE=h Al
(This will seerwriie KP & data, debebe empliyon indfivrmesthor, aml ved ol the phels lisis)

A. “Refresh RPA Data” This will only refresh RPA data from DCPDS. For example if the position
number data or the effective date of the action is changed on the RPA (once the RPA has
refreshed) this button would allow you to overwrite the existing RPA data in cVIP. The new
information will replace the old on all pertinent forms.

B. “Refresh Employee Data” This deletes all employee cVIP information for this RPA and resets
the pick lists in the tentative, pre-appointment, and appointment modules.  This would be useful
if the Selectee completes the wrong forms or never enters onto duty and the RPA has not been
processed. CAUTION: If you accidentally hit this button, the selectee will have to re-accomplish
ALL of the forms.

C. Refresh All” This refresh will delete both the RPA and selectee data. This would be used in the
case of an employee who is appointed and the RPA has been processed, then the selectee does
not show for work after the established EOD. CAUTION: THIS BUTTON DELETES NOT ONLY
THE EMPLOYEE INFO BUT ALSO DELETES THE RPA.
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Chapter 4 — SENDING FORMS TO PARIS

COMPLETING THE RPA cVIP HR SPECIALIST MENU AND SENDING FORMS TO PARIS.

When all documents/forms have been reviewed and approved by the HR Specialist and the employee is
on the rolls, the AFPC HR Specialist clicks the Update/Send to PARIS tab located at the top of the cVIP
HR Specialist Menu to flow all OPF documents to PARIS. The Update/Send to PARIS tab will generate
the transactions to PARIS and lock the forms to prevent any additional updating. Forms/documents
generated in the EOPF from information sent from cVIP are “official” documents/forms and may be used
in their appropriate capacity. Forms will be seen in PARIS after refresh. An additional day is required
before viewing in Cyber Docs.

If at the time the AFPC HR Specialist clicks the Update/Send to PARIS button, one of the forms is not
complete the application will generate an error notice. The HR Specialist must return to the form and
complete or have the selectee complete the missing data. The information must be updated by having
the HR Specialist or selectee click the <Click to Update Record> button. The HR Specialist will then
attempt to Update/Send to PARIS.

However, if all forms are complete when the AFPC HR Specialist clicks on the Update/Send to PARIS
button, the system will display a window that states that all forms have flowed to PARIS and then the RPA
Number window will redisplay to allow the HR Specialist to enter a new RPA.

ONLY the AFPC HR

Specialist clicks to send
forms/ documents to

% CVIP TENTATIVE MEN paris

(FEFS OH IMFOFRATICON - SUBNECT TO FRIVACY A0T OF 1974 A3 &4
Tenialive Pre & gt Bt BFA Info Fmail &ddr Refrosh Emior New RPAUpdaio/Sond o T'-T”*?“T

Click 1o Updsie Aecord 1

meaTs 571811360

o p— |h-=|;uq Laland O

Clivilian Virtual InProcessing

You must fill out and date the SF15 "FOR USE BY APPOINTING OFFICER ONLY"
information.

Continue I

Civilian Virtual InProcessing

All PARIS Forms for this RPA has flovwn to PARIS
kAain kdenu I
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Chapter 5 — Exiting cVIP

When the user is ready to leave the cVIP application he/she must click on the Exit tab at the top of the
cVIP HR Specialist Menu. This will close the cVIP application. The final Exit screen will be displayed.
Click the Exit button on this screen and user will be disconnected completely from the application.

1 RPA - Microsoft Internet Explorer provided by AFPC

Civilian Virtual InProcessing

(PERSONAT INFORMATION - SUBJECT TO PRIVACY ACT OF 1974 AS AMENDED)

RPA Info Tentative Pre-Appt Appt Enter New RPA Email Addr Refresh Update/Send to PARIGEXIT

RF A Mumber: |UEDECSF’AFPCDF’CE?2589

cvIP ID: | 123456
EF'FECTIVEDA.TE:!

Personnel Data

Name:i Civilian “irtual I Sex:ﬁ

Ssan: 123456722 Date of Birth: ID?E22£1944 U.S.Ciﬁzens]ﬁll:F

Position Data

Mumber: i4?><32 Seguence: 1224498

Title: iHUMAN RESOURCES SPECIALIST (RECRUITMEMT & PLACEMENT)

Y MainGoodbee - Mictecofl Inlernet Caplare prowidad bo ATPC

Civilian Virtual InProcessing

Cliclkk EXTT to leave the Civilian Virtual Inprocessing
Application

BT
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Chapter 6 — Accessing cVIP (Selectee/Employee)

The Selectee/Employee will access cVIP through the AFPC Employment Page using the following
hyperlink:

http://www.afpc.randolph.af.mil/afjobs

AFPLC - Air Force Personnel Center — roscolt Ind 1 == | IL=20 | A 1= =S e T == 1] o= 1] s g | =1 =4

Favorites  Tools

=3 | @ Search  [EjFavorites  SEHistory | - S8
agdress [ https:/fvewz . aFpe.randolph, af milfresweebDeFaulk. him ~] oo ||unks|
e 3 = = =

mployee Benefits ~ | wweb applications ~ DCPDS ~| Classification = Staffing = PCS ~ EMDS ~ Business Ohkjiect:

Home | Employment

e S e Air Force Civilian Employment

Employment Home

Air Force Jdob kit Apphs for Chvilian Employment - Here's Howe!
Resurne Writer
Search for Jobs Merit Promotion Opportunities MNew Emplovment Opportunities
3 {Current Air Force Employees with permanent (External candidatesicurrent Ermployees seeking
Selt-rominate statusy new career)
JobE by E-Mall CANS
contact the Check the Status of Your Selt Mominations
Recruitment Service
Center "Received a Job Ofer
Hot Stuff Mecess to the Civilian YWirtual In-Pracessing (cWIP) is limited. Only those applicants who have been

AR IR TS B contacted with a "TEMNTATIE" job offer may use this application.)

Students Last Updated: 04212003 02:17 DR (dt)
Recruitment Mews

For specific questions concerning programs on this site, please address to the POC listed on the
respective pages. Forinformation on Air Force Emplovment, see the Emploviment Homepade or send E-
Mail to the Recruitrment Center. For all benefit and entitlerments related issues, contactthe BEST at 1-
£00-997-237& or 527-2378, if calling in the San Antonio Area. Send comments or gquestions concerning
the website structure to the ¥webMaster. For other comments, recommendations and guestions, please
e-rmail our Director's Office.

<1 I_>l_I

&7 htrps:ffunaz. aFpe. randolph. aF . milf [y [ Irternet

At the next screen the selectee will proceed to the cVIP Application.

J
J 42 Back ~ =» -~ (£}
J Address I@

(=15 arites Tools Help

ot | Ll search  [GelFavorites  CHistory | - S
| LI o GEo |JLinks

Horme |Employment ~ Employee Benefits ~ | Web Applications v DCPDS « Classification = Staffing ~ PCS ~ EMDS | Business Ohbject:

treAnasaa. May oz, 2003 Civilian Virtual In-Processing (CVIP)

Employiment Harme

Air Force Job kit Ifyou have been contacted by a Human Resource Specialist and received a tentative job offer then you

Resume YWriter may access the Civilian Yirtual Inprocessing (CWIF) Application here. You must use the login & PIMN that
Search for Jobs ware provided by the i ho contacted wou
Sel-rHominate Froceed to cWVIF I

Jobs by E-Mail CANS
Contact the Recruitment

Service Center Last Updated: 04/29/2003 10:35 AR {(dt)
Hot Stuff
Summer Emplovment For specific guestions concerning programs on this site, please address to the POC listed on the

respective pages. For information on Air Force Employment, see the Emploviment Homepage or send E-

Mail to the Recruitrment Center. For all benefit and entitierments related issues, contactthe BEST at 1-
SO0-997-2378 or 527-22378, ifcalling inthe San Antonio Area. Send comments or gquestions concerning —
the website structure to the WebhMaster. For other comments, recommendations and gquestions, please
e-mail our Directar's Office.

-
| i >

&7 i E | & Intermet
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Authorized Use Notice screen will display, click OK to proceed

Microsoft Internet Explorer m

& ("OFFICIAL U.S. GOVERNMENT SYSTEM FOR
AUTHORIZED USE ONLY™)
This is a Departmeant of Defense computer system. This
computer system, including all related equipment, networks,
and network devices (specifically including Internet access),
are provided only for authorized U.S. Government use. DoD
computer systems may be monitored for all lawful purposes,
including to ensure that their use is authorized, for
management of the system, to facilitate protection against
unauthorized access, and to verify security procedures,
survivability, and operational security. Monitoring includes
active attacks by authorized DoD entities to test or verify the
security of this system. During monitoring, information may
be examined, recorded, copied and used for authorized
purpeseas. All information, including personal information.
placed on or sent over this system may be monitored.

At the Log In Screen the selectee will enter their SSN and PIN (A and B)

Civilian Emplayrmeant = Log In i A

Ciyilien #irtual In Prosessing

Enteryour Soolal Seounty Murmnber (S90M):

(M s mr s

Erer pous Pefeond ) iderNestian MNumSer ()

Jii
¥ o 3rw usring o comguinr ket ir chared widh odwr comemeny, plenes Iog off md cloes the braweer whos Sriche d o muars e
Privaey of Bond et A miarsation

Py B Saal et =
Authority Emsculive Order B35
J VTR Soial Securiy Mumbes i6 ree]sod wder thi puthan by <l Executve Order 9337 1
Uty g i o recond s fromm thiems of other soplicants wha may haesthe sams nema
fne Lkes Mons
e Mg lnisry . Howssver, filiuns 0 provicks the requssped infommaion sl nesulintes inabi |y oo acoes e vebeis

8o Fall

I

The cVIP Welcome Screen will then display, the selectee will click on CONTINUE to proceed.
(This is the same screen that the HR Specialist accesses)

W‘ ehmme b5 .

ivilian Yietual Inlrocessioe (LW 1)

Alr Force Civilian Emploves Topirocessing
T4ETEN CTIONE: Ta bagin chilian g remsving pross te mailos baiies.

Vo ol S0 Tol Bogrves st i Lo ol BRI 6 s Dot it wim ] fieiws b VT Bimes e fnmn e 0 b s ddmimiinis wmell
air arsepard as reas rlermen sl T

He. uinedl 1k nery Fabe e Farmagh ki spplieatian, arad R s e e esnsa e o v laien of
e L e L R AL e e L L R B (E L S S P
I gl s tiar ap v e bl wrenrced Srwen Adr Farre eoglasre . O e sk bedpe sl
svrond this sl wlsk e comiras selng thi spplicstien press COTINOE, -
1
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The next screen is the RPA request screen the selectee must enter RPA number in all CAPS just as it
has been provided by the HR Specialist.

Civilian Virtual InProcessing

Please type in the RPA number:
I

(When typing in the RPA number ensure letters are typed in uppercase. Alpha characters will
always appear on the screen as uppercase letiers even if typed in lower case)

The cVIP Selectee/Employee Menu has 6 TABS

The cVIP Employee Menu looks similar to the cVIP HR Specialist Menu except the employee may only
see the Modules to which they have been granted access by the HR Specialist. The cVIP Employee
Menu has six tabs: (1) Tentative, (2) Pre-Appt, (3) Appt, (4) Instructions, (5) Finished, and (6) Exit. The
employee clicks on the “Update” button to save information on a cVIP form and clicks on the Finished
tab when a module is completed. The employee clicks on the Exit tab to close the cVIP Employee Menu.
Once the selectee has completed the forms, documentation, and information for the appropriate module,
the HR Specialist will be notified via e-mail. A review of the forms and information is accomplished to
determine if they are completed appropriately.

L] L2l JLs Jls 1ls |

- Employee clicks on

Tembslivn  Pue-dpat 'M-‘p.! Ingtuciisss Figishes  EELT appropriate tab

B | St - “Instructions” tab provides

lick an the " Fousked" tab when all the actions hare hean cemplated on thin page. employee information
concern cVIP

- Clicking the Exit tab
closes the cVIP Employee

- “Main Menu” returns to : Web Site
cVIP Employee Menu

tain hMenu Update PRINT

without saving.
- “Update” saves changes
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The Finished TAB must be clicked each time all forms have been completed under each module. When
the selectee has updated the module and clicked on the Einished TAB they will receive this notification.

Civilian Virtual InProcessing

This will notify the Staffer that you have completed the
necessary forms. Once you have done this these forms can
not be changed without approwval.

Continue | Abort process I

When the selectee has completed a module and clicks the Finished tab at the top of the selectee
module, a notice that the module has been completed by the employee, CIVILIAN VIRTUAL
INPROCESSING NOTIFICATION, will be automatically sent to the E-mail address provided by the HR
Specialist. The HR Specialist may view the selectees progress by accessing the cVIP Staffer Menu at
any time during the process.

If the HR Specialist later discovers that a form or document not previously selected is required, “ X" the
appropriate box or boxes and click the <Click to Update Record> button at the top of the Pick List
Module. If the selectee has already completed the module, they must be informed of the additional
requirements so that they may again access cVIP.

Once the selectee has selected the Finished TAB all the forms should have an “X” in the Locked by HR
Specialist box. Once the “Locked by HR Specialist” box is X'd the selectee will only be able to view
information on the form, not change information, unless the HR Specialist removes the X from the
“Locked by HR Specialist” box and clicks on the <Click to Update Record> button. When
changes/additions/reviews/ signatures on the forms have been accomplished by the HR Specialist,
he/she clicks on the <Click to Update Record> button at the top of the cVIP HR Specialist Menu to save
the changes.
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